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Zhis Regulation stebes Agency policy sad procedures with reapect %o
sbteindng and recording basic ocoupstionsl infommtion about Agency
rositions. The Regulation is eppliceble to sll edvilian and militery
sositions in the Ageney.

He o SIFIRTEIONS

Sie  uEairdLH]
A group of dutiez and max}anemilitmﬁ which have been esteblished by
competent authority for perforsance by one employes snd spproved as
sart of an suthorized Teble of Organization.

Se ZOSITION DESCRIPTION

Locurrent and sccurate gtetement of the dutles and responsibilities,
seneral informstion, and evaluetion fectors, including gualificetions
requivements, existing within s given position. ALl pertinent informa-
ion end eveluation moborial dereloped through position snslysis will
e recorded in officiel position deseriptions.

e JOSTTION STANDARD

L ootetenment of the duties and responsibvilities, occupetional informe-
tlon, posiilon-eveluelion fectors, ad guallificntion requivements
wevalogeﬁ as & wniformm guide for use in the classification of positions
dibin o glven group sad for use in evalusting the guslificatdons of
Pm&&ms for such positions. The statement of quelificetion:reguire-
sente applicable to the grouap of positions is wn intespal part of the
nogition stenderd.
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de GUALIFICATION REQUIREMFNTS

O owtatememt, in o position description or position standerd, reflecting
the nowledge, skills and ghilities, work experience and @ducatiom,
shiyslcal requirements, persorml charscteristics, end specisl qualifi-
wubiong reculred for a given position or group of similar positions,.

e VUESTTION ARALYSIES

The systematic sbuldy of positioms for the purpose of recording the
ma..a? nosition information essential for persomnel sdministration snd
cenipzenment.

Ve o SOSITION ARALYSTS BURVRY

Lo analysis of 8 ogroup of positions selected on an organlizationsl or
s oecupational hesls.,

S TOLACY

e ine objective of position anelysls is to obieln and record in position
dageriptions deteiled cccupational informaticn in a systematlc menner
&3 & tool of personnel administration and management planning. Position
salysis will be condncted on en integrated beasiz to provide position
Information for recrultment, nlacemont, training, and manegement of
sorsomnel and for position classification purposses.

seseriptions of positions heving similer dutles snd respounsibllities
i simdlar guallfication requirements will ke copvined o form posi--
tion gtendards. OSuch stendards are intended to nid in establishing &

mion wnderstanding throughout the Agency as to methods and guldes
csed Tor the clessification of positions imto ocoupationsl groups and
wiy levels and to establish sgreesent between operoting officials sud
the Office of Persomnel as to stenderds $o be used in esteblishing
guwlification requirements.
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e The gqualificetion regquirements stated In pogition deserivtions will
represent agreement between the Office of Personnel and the operating
corponsnt concerned s to the guslificetions reguired of an exployes
Jor appointment, promotion, or resssigrment 4o positions degcribed and
will serve ss the basis for qualificetions spproval in such sctions.

%,  REGPONSIBILYTIES

. The preparation ard waintenence of accuvate and curvent position
descriptions and position standards is a Jjoint responsibvility of the
fgsistent Director for Persomnel end supervisory officilels of the

Aency.
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(1) The Assistant Director for Persommel is respomsible for the
collection, recording, and cocrdination of position Information
and for the techniesl sdeguecy mnd evaluation of such informetion.
Ee will provide for the publication of position stapderds end
position deseriptions for the informeiicon api guidance of Buper-
visovy offlcisls,

(2) “he extent of puriicipation by supervisory ofificials and individual
aployees In the prepaveiivi of position degcriptions will be
agreed vpor in eacH. case by the Office of Personnol and the com-
ponent concerued.

Oftleied popition deporipiions end positlon wtauderds will reguire the
approval of the Assistant Director for Persomnel or hLis designee and of
the gperniing offlelcls beving supervlsory control over the position
deacribed. OGenerally, the Lmediete supervisor of the position and his
Immadinte superioy will be suthorized to ech as the approving operating
official. However, this authority sey be ldmited at the discretion of
the Assistant Dlrectors of the Deputy Director [Intelligwnce), Chiefs
of Adminisfrative 02fices of the Deputy Divector {(Adwinistration),
Chiefs of Jendor Stafls and fres Divislons of the Deputy Director (Plans),
the Divector of Trafning, and the Assistant Directors for Coummnicetiona
and Persomel..

PREPAPATION OF POSTTION DESCRIPTIONS

TIVE OF PEFPARATION

Poaitlon descriptioes will be prepared on required:

{1} To mpport Indlvideal requeste Tor changes in wxisting grede
strueturs whleh Liwolve meterisl changes in the duties and respon-

PRI ey oy qualdificetion veqirenents of a8 poesition.

{2) In comontion with proposals for new or vevised .ables of
oxceniontion.

(3) In the course of condurting position -anelysis surveys.

FORMAT

Position deseriptions will be prepured in sccordance with the instruc-
Weonmzl "Quide for Wriling Position Desoripiions” (Pigure 1) snd will
b recomded on Paem No. 37-178, Poaition Description.
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Ceo SRR AND BECPONSIBILITYIES TO BE DESCRIBRD

i) In generel, only 'major duties snd responsibilities” will be
included in a position deseription. A "major duty or responsi-
Lility” is one vhich meets 811 three of the Pollowing regquirements:

{2} It must be reflected in or affect the qualificetions reguired
ey the pogition,

{h} It must be remsonsbly certain of periodic recurrence, and

{c} It must occupy & ‘reasonable amount” of the employec's time.
o fixed definlition of "reasonsble amount of time” will de
sdopted. When & problem involving this determination is
aneounterad, it will be trested on the basiz of the individ-
ual oase aod will be resclved by the Office of Personnel.

{2} ZAnticipated dutlies and responsibilities may be included when
secessary to fecilitate stalfing plans, but only in those cases in
witieh perforvence st the level descrlibed can he expected to ocour
vithin o ressonable period of time (€ to 12 rmonths).

e UUALIFTCATION REGUIREMENTS TO BE DESCRIBED

{1} Information es to the knowledges, skills, abilities, education
and experlence, physical demands and personel cheracteristics
requived for the performsnce of the duties of the position will
e stated in the position description.

{2) Generally, the qualification informntion stated in the position
descwipbion will represent minimm qualificstion requirements.
fdditional information as to deslredle qualifications may be
included. However, those requdrements which are considered by asgreement
rtwean the opersting officinls concerned mand the OPflce of
Yersounel as prervequlsite to assigmment to the position should be
seb a8 the minimm,

Le  TOCITION STANDARDS
(1} 7he development and issusnce of position standards will normelly
Lo preceddd by position-analysis stedies or surveys sulTiclent %o
wswablish s patiern for the series of positions in question, or

o represent known clsagification asitustions which can be
gocumented from general pergommel ressarch sources,
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S H.wmc:;l pesition stonderds will be coordinsted in the course of

helr development wiith the sppropriate cperating official in
sapordance vith peragraph o gbove.

e PUBLICATION ARD DISTRIBUTION
{1} TURLICATICN

Position stendards, as doveloped, will be submitted by the Assis-

tent Director for Persconcl for publicstion in | Pogi- 25X1A
Lion Standerds. Revisions and refinements of published standards

Gk new informabion reganding posiiion stenderds vwill he published

e wm.«:*sxlzy as chenges | | o the besis of the recom- 25X1A
g mavde by ugers oand the vesults of poriodic poslticn-

ik

Somition stenderds will he ddatributed to ths Lspubty Dlrectors,
the Divector of Training, the Assistent Directors for Communlca-
tlong and Persconel and to the heade of thelr cdaponents who have
Jurisdictdon over the pogitions covered. Position standerds for
sensitive posltions will be distributed separately on g limited
besls.

FU HE DIRECTOR OF CENTRAL INTELLIGINCE

/5/

re e WHITHNS
mtiz:ﬂ Deputy Divecotor
{administantion)

SEYIRIBUTION: 4B
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